Consultant’s Review Guidelines
To minimize annual report follow-up questions, district consultants should review the following items for each report:
1. Population should be unchanged.  In the 2011 annual report, the service areas have been updated to reflect the 2010 census figures.  Please be sure the populations are correct as assigned by the Office of Commonwealth Libraries.  The sum of the population in the municipal breakdown must equal the total population.
2. The Report Period question in the main survey, branch report, bookmobile report and district report has been changed.  There are now two questions: “Report Period Start Date” and “Report Period End Date”.  The report period must be January to December or July to June.  
3. Weekly & weekend hours should meet standards.  Annual service hours should be reasonable based on weekly hours.  (General check = weekly hours x 50)

4. Director’s certification should meet standards.  If certification is other than System Certified, a certification number should be entered.

5. Professional/total FTEs should meet standards.

6. Beginning collection size should equal prior year’s ending size.

7. Number of periodicals should be less than or equal to the number of serials.

8. If there is employment program revenue, it should match the supporting documentation and the employment program expenditures.

9. State aid and statewide card revenue should equal the amounts paid.  For system headquarters, the distributions plus the amount retained should equal the amount paid.

10. If there are actual costs paid by the local municipality, are they entered as local government revenue and identified as actual costs?  Is there a supporting documentation letter?

11. County revenue should equal the amount paid and the amount entered on the Application for State Aid.

12. Miscellaneous revenue should be a relatively low amount or preferably 0.  (Erate/rebates/reimbursements not revenue – deduct from expense; fees- library generated revenue; sales-fundraising/donations)
13. Are collection expenditures maintained/equal to 12% of total operating expenditures.  

14. Shared costs should equal the supporting documentation.  Does the supporting documentation have an original signature and municipal seal?

15. Do all of the gifts listed meet the Gift Guidelines?

16. Are the director’s weekly hours greater than or equal to 20?  Are the director’s continuing education hours greater than or equal to 8? 

17. Do all employees working 20 or more hours per week have at least 6 hours of continuing education over the past 2 years?

18. Do the total number of board members and the number appointed by municipalities equal the members listed?  If vacancies account for the difference, a note stating the number of vacancies should be entered.
19. If expenditure changes were made, was the local effort calculation updated?  If so, local effort line 1 will equal line 4.  Are other local effort calculations correct?
